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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Planning Officer – Development Management

	GRADE:
	SCP 27 – 37 (being a career grade with a bar at SCP 32 and further progression in accordance with the criteria set out in the Person Specification)

	POST NUMBER:
	6191D 

	RESPONSIBLE TO

	Deputy Team Leader – Development Management

	JOB SUMMARY:

	To assist in providing a high quality, customer-focused planning service delivering development proposals, by being responsible for: 
· Processing and assessing allocated applications within agreed timescales, dependent upon knowledge, qualifications and experience

· Responding to allocated appeals

· Handling enquiries from customers
· Raising customer satisfaction levels of applicants and agents at the point of application and

· Contributing to the review of processes and procedures for the delivery of the service
· Contributing to the formulation and development of relevant Planning policy

· Undertaking planning and other related training as necessary
This post will have involvement with local people, politicians and a range of external organisations including out of hours working. 



	ROLE REQUIREMENTS:
	

	1.
	To work flexibly as part of a multi-disciplinary team on a wide range of planning and development tasks. Whilst the main focus of the role is as set out below, the post holder may be requested (and will be encouraged) to carry out a wider range of work potentially covering major site enforcement, development management, design, policy and development issues, subject to the ability and experience of the post holder, to enable the unit to respond flexibly to the changing demands it faces. 

The key areas of work will be:
a. Assisting in the processing of Planning Applications and pre-application proposals 

b. Related Planning Appeals 

c. Enquiries 

d. Miscellaneous 



	2.
	Processing Pre-application Inquiries and Planning Applications

a) Act as case officer for all types of allocated applications; having regard to all material considerations, assessing the adequacy of submitted plans and documents, and following up consultations,

b) Assist more senior colleagues with specific tasks related to planning applications and appeals as and when required.

c) Liaise with members, applicants, agents, developers, consultees, objectors, etc, to discuss and negotiate on proposals, including visits to sites and correspondence.

d) Maintain accurate records of relevant events in the “life” of an application.

e) Assess applications and formulate recommendations on them, for consideration by senior officers and managers, as required. Draft and prepare delegated and Committee reports.

f) Present applications to Committee ( the level of presentation and question answering will be dependent on grade and experience) 
(g) Give pre-application advice on all matters planning related.

(h) Validate planning applications when required (to retain resilience in the planning service)

i) Maintain an awareness of legal developments and Council Policies relating to planning in general and Development Management in particular.
j) To identify breaches of control, and liaise with Enforcement Team in relation to the expediency of enforcement action and measures to remedy the breach in relation to a planning application site. Contributing when required to the enforcement report, appeal and other enforcement action
k) As required to undertake day to day work on all aspects of development management, subject to abilities and experience.

	3.
	Appeals and Enforcement 

a) Prepare (or assist with), the Council’s response to planning appeals as required. Attend hearings and, subject to the ability and experience of the post holder, public inquiries and/or court proceedings to give evidence on behalf of the Council as an expert witness, seeking advice from senior officers as appropriate.

b) To provide technical and professional planning expertise in the evaluation of breaches of planning control, contributing, when required, to an enforcement report, enforcement appeal and any other enforcement action.
c) To monitor developments for compliance with planning permissions including related conditions in liaison with the enforcement team 

	4.
	Enquiries

a) Respond to enquiries in respect of planning and related matters.
b) Advise on the necessity for planning and related permissions where required, and the procedure to be followed.
c) Advise applicants/agents on the likelihood of the grant of planning and related permissions through pre-submission negotiations.
d) Ensure that the Unit’s customer service objectives are met

	5.
	Miscellaneous

a) To provide excellent levels of customer service to both internal and external customers at all points of contact, ensuring that the Unit’s customer service targets are met
b) To contribute to the formulation and development of Council Planning Policy.

c) To attend meetings of Parish Councils and other user/interest groups as required.
d) To assist in developing and implementing process and procedural changes.

e) To plan, programme and prioritise own work in order to meet deadlines, targets and timetables.

f) To ensure the proper maintenance of planning and enforcement records in hard copy and electronic databases.

g) To attend meetings and undertake site visits including outside normal working hours when required.

h) Maintain an appropriate awareness of legal developments and Council Policies relating to planning in general and Development Management in particular.

i) To undertake training and development as agreed between the post holder and their Manager in accordance with the Performance Management framework.

	6.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	7.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	8.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	9.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	10.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	11.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	12.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

1. Ability to independently visit sites / attend meetings in all parts of the Borough and occasionally, as may be required, outside the Borough.
2. Essential Car user.
3. Willingness on occasion to work outside normal office hours to meet operational requirements, including occasional weekend duty rota for enforcement issues.
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PERSON SPECIFICATION
	JOB TITLE:
	Planning Officer – Development Management 

	POST NUMBER:
	6191D 

	SERVICE:
	Planning and Development 


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Degree, or equivalent and either eligibility for, or currently undertaking, Royal Town Planning Institute (RTPI) supported postgraduate level planning training qualification. 

· Willingness to undertake postgraduate, or other equivalent programme of, training leading to a recognised planning qualification. 
	· Degree in planning or related discipline. 

· Membership of the Royal Town Planning Institute or equivalent. 

	EXPERIENCE
	· Experience of planning application and/or enforcement processes and the administration of planning controls and regulations. 

· Experience of handling planning applications and enforcement cases. 

· Experience of operating within a legal framework. 

· Experience of working to deadlines. 

· Experience of using and working with planning systems. 

· Experience of dealing with appeals including enforcement and planning. 
	· Experience of planning work in the public sector, preferably within a Local Authority. 

· Informal hearing and public enquiry experience. 



	SKILLS & KNOWLEDGE
	· Knowledge of planning legislation and policy.

· Knowledge of planning law and court proceedings.

· Knowledge of development industry.

· Effective negotiation skills to liaise with contravenors, applicants, agents etc.

· Ability to organise own workload and work to tight deadlines.

· Effective literacy skills in order to write letters to the general public, developers, other council departments.

· Effective report writing and presentation skills.

· Effective oral communication skills with a wide range of service users.

· IT literate and competent in the use of computerised information databases and Microsoft Office packages

	· Awareness of the financial implications of planning applications. 

· Developed knowledge and understanding of national policy and its application in the planning process. 

· Well developed awareness of importance of customer care. 

· Knowledge and understanding of PACE and ability to take statements under caution. 

· Highly effective presentation skills particularly of technical issues. 

	OTHER REQUIREMENTS
	· Ability to communicate clearly and effectively both orally and in writing. 

· Ability to provide a customer focused service delivery. 

· Organised and good time management. 

· Calm and professional manner. 

· Strong team player able to work well with others inside and outside the team. 

· Willingness to undertake personal development. 

· Ability to visit sites throughout the borough. 
	· Highly competent to liaise with key stakeholders including members of the Council. 



	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  

1. The post is graded from SCP 27-37 inclusive with one ‘bar’ at SCP 32 to distinguish further progression through the grades. The following table sets out the criteria for assessing progression beyond the ‘bar’. 

SCP 33-37
Achievement of an RTPI recognised qualification

Able to defend a decision by presenting a case at a Planning Hearing

Able to construct evidence and prepare the written case for a Planning Hearing with minimal assistance  

Able to progress, negotiate, make recommendations on more complex applications/cases, including those involving consideration of cross-cutting issues between planning teams and those requiring reporting to Planning Committee

Able to work effectively, as required and as necessary, with legal services  

Able to work with external consultants in specifically commissioned work 

Able to represent the Council in external meetings

Able to represent the Planning Service on Corporate projects

Able to prepare and present reports to Councillors

Able to provide support, guidance, and assistance to a graduate officer 

Compliance with the above criteria, in the view of the Service Manager, will enable progression beyond the ‘bar’ up to SCP 37.




	




	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving
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